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PHYSICAL SECURITY DIVISION ACCOMPLISHMENTS-1956 

25X9A2 

1. Completed security surveys or^^field installations and 7 Head- 
quarters installations. 

i- . 2. Instituted 52 security studies in connection with the new Head- 

quarters building. 

3. Formulated an emergency destruction plan for classified infor - 

25X1 A6a mation to be used in^^^^^^^foreign stations. 

4. Furnished physical and technical security support to overseas 

stations . 

5. Conducted 28 lire drills and 21 safety inspections. 


6. Completed safe modification program. 

7. Established IBM system for limited pass records and safe 
records. 
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AfcTS ACCOMPLISHMENTS FOR 1956 


1. Completed two agent training courses of 3 to 4 weeks each} 
one field training course of 3 weeks} and two technical training courses of 
one wekk each, 

2. We are now participating in 6 Agency courses by providing 
lecturers for these courses. 

3. Established the position of Career Management Officer in 
September 1956. Instructions are about to be released on this program 
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and briefing of supervisors will commence immediately. 

4, Processed and utilised 32 temporary summer employees 
during the summer months. 

5, Completed records destruction schedule in Headquarters and 

now in process of completing same for field offices. 25X9A2 

6, Processed a total of persons through Security indoctri- 
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Statement of Functions 
Covert Records Section 
Correspond ent s and Records Branch 

1* Supervises, establishes control for, and processes requests 
for investigations and operational support upon receipt in S 6 D, 1»- 
eluding the assignment of covert case mashers j the establishment of 
covert file folders j the preparation of biographical data rats and 
case control cards? the assembling and distribution of cases? and the 
preparation of control cards, index cords, and ns undone cards. 

2* Establishes, administers, supervises, and controls the 



maintenance, the searching, the asterisk indexing, the cross indexing 1 , 
■irf the preparation of index cards. 

% Es tabli shes, supervises , and controls the mint ©nance of 
S 3 ) files* the charging-out, ^distribution* and the return of S3D 
files? and the accurate filing of all Material in S5D files. 


4 , P lane and supervises the operation of the coianRxai cations 
network, including TUX and covert tele- hone facilities, the mail 
esrvices, and the courier services for the Office of the Deputy 


Director of Security (investigations and Support). 

5 , Establishes the criteria for and supervises the following* 


a, the review and aujaaari station of information In 
Office of Security files. 
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b. the policing of SSD file* to rtromre extraneous 
Material sod to dsterola® proper indexing and cross 
indexing. 

the accurst© serialisation of SSD file#| sad 
d* the determination of proper subjecting of 
©orrespOBdenc© end aoonrate Indexing. 

6* Provides for and supervises the application of SSD sensitive 
materiel in connection with investlgetions and operations! support 


astivitles* 
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